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STOCK CONTROL BRANCH 1EM0RANDUM NO® 2 

V 

SUBJECT : Requisition Control Prosed tare 


SaasisI 


lo la order to effectively perform the function* of £igroi#hiag 
supplier and/or services, it is neoeasary that a requisition file he 
maintained which will indicate the status of requests received by 
Steak Control Branch from time of receipt of requisitions until 
delivery of supplies or service s to ultimate uaera® This rasrxaaBl ® 

4nett r a_Q07a!? Uano» with schedule 

ST_daad_ J, teg , Fellow=*ip functions will involve liaison with 

Stock Records Section, Depot Operations Branch, Purchase Division, 
Transportation Division, and any other element required to insure 
expeditious completion of requisitions® 


2® A copy of all documents supporting action on the items 
on a requisition must be filed or recorded in this folder® Such 
documents will include the following: 


a® Requisitions (Processed or posted copy}® 
bo Shipping Documents (Order and Property copies } u 


■So 


d* 
$ * 

f. 


Extracts® 

Purchase Instruments. 
Receiving Vouchers. 
Notices of Cancellation^ 


y&- 

No, TjQT 

In Class.JS^ 


Document 
No Change 
Declassified 
!ass. Changed To: 
'ith.s 
j>a.'es _ 


TS S 


r m-n n 


& 


Department of Defense Shipping Documents. 


h® Other miscellaneous documents affecting the requi® 
sition or any items thereon® 


25X1 


3® The Document ^recessing and Control Section will maintain 
constant review of raruisitlon files, and will check each line item 
to insure final action has been taken as requested® 


CONFIDENTIAL 

securityVinfor- ia/hon 
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4. Requisition files will be segregated into two major 
categories* vis; o© tiding and completed files® No requiei 
files will be placed in comole ted seotioa until, a 
has been taade 5 and every item checked off for aooploted aat ion,^ 
Any duplicate or unnecessary copies of documents will beramovsl 
and destroyed. Individual making this review will «*“£**•. 
folder "Complete* (date and initials)" prior to physically placing 

folder in completed files* 

5* Requisitions are divided into several categories* vi*j 

t 

a® Stock Items for Local Dali very* 


b* Stock Items for ether than Local Delivery. 


c® Purchase Items for Local Delivery. 

d® Purchase Items for other than Local Delivery® 

e® Military ftrocurement Items fas* Local Delivery® 

f 9 Military Procurement Items for other than Local 
Delivery® 

go Any combination of 5 (a)*. 5 (®)s nnd 5 (e)® 
ho Any combination of 5 (b)* 5 (d), and 5 (f)® 


6 ® To complete requisitions of categories 5 ' R \» ^ 
g (e) ,, or 5 (g) e copy or copies signed by consignee will be 

evidence of completion® 


?. To complete requisitions of categories 5 (b)> 5 (d), 

5 (t), or 5 (h), copy of shipping documents will be evidence 
of completion. These may be Agency documents or Military 
Establishments documents, and in the case of **?”™^* 

they w ill include Order or Work copies, as well as F*aal or 

Pink copies® 


XI* taSSteft 

1 0 All requisitions will be screened for complianqp^with 
existing procedures governing isrepa^tiono Requiai^obS not 

properly prepared and authenticated will not be register 
will be returned to originating element® Requisit^>n )3 rQCQi j^ 
conforming to instructions, will be stamped, registered in 
eition and Voucher Register, and applicable voucher amr » 
sorted in upper right hand corner of the document® loutlfy 
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requisitions for same destination will be consolidated under am 
(1) voucher awsitosre Cargo number* will mm toe used® 

2o Requisition folder, with voucher swrnbar indicated thereon, 
will be prepared for each requ» eitiono 

3 a Requiaition v/ill be released to Stock Records Section, 
and requiaition folder will toe placed in requisition file in 
voucher number sequence <, (to copy of original requisition will 
toe retained in folder for reference purpoaeso 

4o Bcoceaaed copy of requisition, recei^sd from Steak 
Records Section, will tea filed in requiaition folder o 

So All documents resulting from requisition, will toe 
recorded on requisition or filed in requisition folder Q 

6o Suspense to be established on each requisition will be 
recorded on 3 x 5 index card toy date 0 The follewmp date will 
be five f5) working days prior to required date c Cerda trill be 
indexed by date and entries will toe ae follows : 

Vousher Number __ Requisition Number „ 

Reoulred Bate _ 

7o On suspense date, all requisitions listed for that date, 
will be reviewed for status* Requisitions, which indicate action 
completed will be marked "C B *on Index card. Requisitions which 
indicate action not completed, will be held out* Neoassary 
liaison with all activities involved will be conducted, and re- 
sults indicated as ^Remarks" on inside cover of folder. Cards 
will then be reinstated under new date, on which it is expected 
delivery will be completed® 


PS0/NJ0 9 D:pb 


Chief. Stock Control Branch 


Distribution t 
PSO 
SD 

Transportation 

DOB 

SCB 
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